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WORD PROCESSING
COMES TO EDUCATION
D. SHELBY BRIGHTWELL
GEORGE W. MURDOCH
Dr. George Murdoch and Dr. D.
Shelby Brightwell are staff members
at Indiana Universit_y of Pennsylvania, Indiana, Pennsylvania. Dr. Murdoch is Vice President for Student
Affairs and Dr. Brightwell is profes.
sor/ chairman of the Health and
Physical Education Department.

Victor Hugo once said, "Nothing in this
world is so powerful as an idea whose
time has come." Slowly but with steady
progress the idea of word processing has
come into our school systems. The time
is conducive to implementing this idea.
Great interest in improving word productivity was observed in recent visits to
colleges and universities in different
regions of the country. The subject of
thi~ article is one institution's experience
in implementing this new approach to
word processing.

an evaluation of equipment utilization,
the threat of a reduced personnel force,
and a critical look at the types of tasks to
be completed.
The total process or
system of processing words must be
viewed with the aim of yielding improved
productivity because there continues to
be ever-endless paper work.
The
question is--can we devise a better plan to
accomplish our goals?
Leadership

Those responsible for planning and
development should develop a needs
assessment study to determine the
possibilities of word processing.
Obviously, the manager/or administrator
must proceed with caution, objectively
examining the need for such a system.
The top management of an instituion
needs to know and support the concept if

The Challenge

Colleges and universities throughout the
country face financial stringencies that
affect various facets within the institution. These financial problems demand
an assessment of personnel hiring practices, job analysis of current employees,
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menting a system of this nature.
Approvals were given to locate an
acceptable place for the center and to
contact dependable vendors who would
supply the hardware. It was determined
that several academic department~ were
in need of additional secretarial help or
had a significant amount of paper work.
The leadership of several of these
departments was surveyed as to their
willingness to consider word processing.
After reviewing the plan with all the
academic deans. the School of Health
Services {especially the combined departments of Health and Physical Education and Athletics) voluntccrccl to be the
units for a further in-depth study of the
feasibility of word processing in their
area. The needs assessment study was
assigned to two vendors well known in
the business world of word processing:
IBM and Diskritcr, Inc. Consequently.
both companies performed week-long
independent, detailed surveys of the
administrative and clerical activities of
the faculty, staff, and administration.
The results of both studies were examined by the administration and explained to
all personnel involved. It was important
at this stage to examine the available
har9ware and to visit existing word
processing installations, since none existed in the area. This proved to be an
important investment of time as a
"selling" feature to the personnel.
Administrators, secretaries, union representatives, and the University personnel
officer were all involved in these visits.

success is to be evident. This support
from management goes along with the
interest from other personnel in order to
have a viable and effective system. If a
real need exists, then the word processing system should seriously be considered as an alternative.
Keys to Success
At Indiana University of Pennsylvania,
detailed studies were performed on an
informal basis with top management.
When the final decision was made to
pursue the concept in greater depth,
administrators, faculty, support staff,
and consultants were involved in the total
process. These individuals volunteered
to attend any training institute, and
several secretaries agreed to take advanced training, sponsored by the vendors. Sessions were established to assist
faculty and administrators to do the
proper dictation and increase their skills,
and proper funding was provided. The
key to success entailed interest, involvement, and commitment on the part of
many individuals.
The Situation and Rationale

Since !UP is a public supported institution and heavily unionized (custodians,
secretaries, maintenance personnel, faculty, etc.), certain procedures were
followed which may not be entirely
necessary at private institutions or at
those not highly organized vis-a-vis
collective bargaining contracts.
The
concept was shared with all upper level
members of management: president,
vice presidents, deans, etc. to realize the
advantages and weaknesses of imple-

The Volunteer Approach

While the general agreement to consider word processing had already been

Page 5

achieved, the next need \Vas to have
volunteer ... from the secretarial staff in
the center.
Secretaries tend to be
assigned to a person rather than a task.
A major obstacle in implementing word
processing is the unwillingness of secretaries to be assigned to a task rather than
a person. The two departments under
consideration had the following personnel: four secretaries, thirty-four faculty,
a chairperson, an athletic director, a
dean, and an associate dean. Fortunately, two of the secretaries indicated
enthusiasm for this new approach and the
center had its volunteers. It is felt the
major reason for this enthusiasm was the
result of the secretaries being involved in
the development plans.
We would
caution an institution against deliberately
assigning long-time secretaries to a
center. The volunteer approach is more
effective. Since the faculty had limited
experience in dictation, the vendor
conducted several dictation training sessions. A major step to the success is
obviously the input process.

service, long-range costs, alternatives,.
physical plant location, etc. became
important variables to this phase of the
project. The business office personnel
will need to carefully analyze the pros and
con, of leasing or purchasing the equipment. In our case, the university chose to
purchase all equipment rather than rent;
howc\'er, each case needs review.
Implementation

The two volunteer secretaries received
modern output equipment (Mag Card A
and Mag Card II typewriters) which had
been purchased for the center. Early
receipt of this equipment allowed the
volunteers to familiarize themselves with
the hardware in developing letters,
course outlines, tests, etc. from cassette
tapes prior to the actual establishment of
the center.
The final stage was set when the faculty,
secretaries, etc. moved in late May, 1977
into a new facility which included a
designated word processing center. The
two secretaries were allowed some latitude in choosing desks, colors, etc. of
their choice. In retrospect, the summer
school time proved to be an excellent time
to implement the new system.
Provisions were made that allow each
faculty member to dictate from his or her
desk telephone into a cassette bank in the
Word Processing Center. This particular
system utilizes the dial telephone where a
three digit number activates the tape
bank. The faculty member has complete
control at all times to start, review, listen,
and stop the dictation process. This
service is available 24 hours a day.
The turn around time is less than 24
hours on correspondence. The proficien-

Financial Approach

A visit to the "central" agency in the
State Capitol was arranged to gain
approval to process equipment otders.
Several important reasons for implementing a system were covered with the
purpose of having the central office
understand the concept of such a system.
Complete documentation of the request
was made including all surveys. The
uniqueness of this. request was that it
infringed upon personnel and was a
"first" in the state system of higher
education. The analysis of all matters
pertaining to such things as maintenance
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cy of the dictators and operators seems to
improve with practice.
Only minor
problems have surfaced, and these have
been resolved without a major delay in
the processing.
Summary

In the future, public school systems will
need to introduce weird processing in high

school as we11 as college business
education curricula.
The majority of
teachers continue to teach the traditional
shorthand, typing, and dictation techniques while efforts of the industry have
been streamlined. In the final analysis,
continued progress of this concept will be
the willingness of faculty and administrators to change as the industry advances in
its technology.

NOTES FOR SCHOOL SUPERINTENDENTS
A recent study done by Martin and Zichcfoose, West Va. University, found
superintendents and board members differ in their views of what qualities a
superintendent needs to be "successful." Board members want a skilled
business, financial. and political manager who also possesses good
communication skills, but superintendents sec good communication skills and
"knowledge of the complete curriculum" as the primary ~kills needed for
success. according to the study report. The superintendent "failure rate'' as

defined in the study is over 90 percent in West Virginia. The definition showed
failure as not being rehired or in being forced to take a lesser position or in being
forced to resign. The study recommends a heavy concentration in business
management for superintendents. It also suggests that preparation programs
be infused with massive doses of political science, sociology, and communication
skills_
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JOHNNY'S R.T.
VERA DEL GRANDE
Dr. Vera Del Grande is Professor of
Education at Indiana University
Southeast, New Albany, Indiana.

In A. A. Milne's WINNIE-THE-POOH,
Edward Bear comes downstairs, bump,
bump, bump on the back of his head,
behind Christopher Robin. As far as
Edward Bear knew, it was the only way
he had ever come downstairs. He felt
that he could think of another way if he

systems. basal readers, teaching machines, reading kits, and trade books.
Besides hundreds of materials, there are
hundreds of approaches and programs to
provide the content and the methodology
to make sure that children learn to read.
Sesame Street, the Electric Company,
CAI, IPI. IT A, JGE, LEA, programmed
reading, telephone courses, audio-visua]
and multi-media approaches--the list is
endless.
Teacher aides, paraprofessionals, team teachers, reading teachers,
reading consultants. specialists, and
supervisors are all available to aid in
formulating objectives for competency
based programs. Over and above all
these helps, educational research provides feedback on the latest in materials
and methods.
It can be deduced from the above that
schools are the best that they have ever
been and are improving constantly. Yet,
from a variety of statistical information
regarding reading deficiencies through-

could only stop bumping for a while. For

teachers of reading, the "bumping" has
gone on for too long a time. It is time to
-,top hulllping and start thinking about a
critical factor involved in helping children
to achieve i11 reading.
Much has been written about Johnny's

C.A .. M.A .. I.Q., R.A., and E.Q. The
coefficient of correlation, the standard
dcdation, the median, mode, mean, and
the grade equivalent have all been added,
subtracted. multiplied, or divided. The
formulas for I.Q .. M.A., R.A. are well
known. There is an overpowering wealth
of materials made available by the
publishers--cach believed to be the
best--including phonetic and linguistic
Page 8

out the country, the shocking fact
remains: Many children still can't read.
In large city school systems, up to half of
the students read below "grade" expectation and there are as many as three
million illiterates in the adult population.
These statistics are a tragedy in that they
reflect a barrier to success often leading
to a life of unemployment, poverty, and
crime. Some progress has been made
since the inception of the RIGHT TO
READ program a decade ago.
The
original goal was that . 99 percent of
students 16 years of age and 90 percent of
the population over 16 were to be
functionally literate by the beginning of
the 1980's.
The goal has not been
reached. The learners are ready; the
materials are on the market.
It is time to think about the really critical

methods and materials. Decoding skills,
vocabulary, comprehension skills, refer-

ence skills. critical thinking and all the
skills of reading and the other language
arts are taught painstakingly, deliberately, yet masterfully.
Diagnosis, prescription, individualization are still key words but are combined

with creativity, spontaneity, skill, and
caring. The skillful, caring teacher builds
on behavioral objectives that are directed
toward positive exiting goals and com-

bines that quality of caring which
develops the sense of WONDER, of
INQUIRY, of DISCOVERY.
In this
atmosphere, the student will realize that
there is something to learn and will want
to learn it. This is a big order. Bringing
together the learner, the materials, and
the teacher is still complex. Johnny's
R. T. needs to be restored to his/her

factor in Johnny's success: his R.T. For
too long this factor has not been

emphasized LOUDLY, STRONGLY, or
CLEARLY ENOUGH.
JOHNNY'S
READING TEACHER IS CRITICAL TO
HIS SUCCESS IN READING.
The
teacher has been bumping down the
stairs too long, following the lead of every
new approach and every new material on
the market. Those teachers who stop
bumping will have time to think; they will
remember that it isn't the method that
makes the teacher. It is the teacher who
makes the method. There is nothing that
can replace the art of a SKILLFUL,
CARING TEACHER. The skillful, caring
teacher is a MASTER TEACHER. The
caring teacher is one who strives for the
affective domain, who supplies the
humanistic element, who listens to
children with a tuned-in-hearing that
makes a difference.
The sklllful teacher uses the best of all

rightful place in the classroom. thinking
and leading--not "bumping" along.
In this kind of classroom, READERS
develop in a situation that is natural and
spontaneous. The magic of the printed
word brings ideas to life. · Samuel

Johnson said it best: "They who do not
read can have little to think and nothing
to say." Johnny begins to read and to
think because his R.T. is thinking, not
bumping aimlessly down the stairs. This
kind of teacher gves beyod word recognition and skill development to the realm of
new ideas for the enjoyment of life and
living, for the re-shaping of society.
According to David Russell, "Teachers
can help children to think before reading,
think while reading, think after reading,
think beyond reading."
Johnny's READING TEACHER is indeed a most critical factor.
Page 9

CONTRACT GRADING:
A FOLLOW-UP STUDY
ROBERT SALTMARSH

MARIAN ~HUFF

Dr. Robert Saltmarsh and Dr.
Marian Shuff are faculty members in
the School of Education, Eastern
Illinois University, Charleston, Illinois.
Dr. Saltmarsh is Associate
Professor of Educational Psychology
and Guidance and Dr. Shuff Is
Professor in Secondary Education and
Foundations.
Elitist Implications of Grade Traditions

Current elitists still cling to the ideal
that an appropriately rigorous schooling
acts as an effective filter that screens our
ruffians, dolts, lazy people, and the
unendowed. After such a screening, only
the talented, capable, and competent
survive to be assigned places of leverage
in the important affairs of humankind.
Thus, in this tradition, schools are
assigned a sort of "cream separator"
function. Grades are the tools by which
incisions ar'e made between the curds and
whey, and presumably, society has a
better chance in the hands of those thus
selected.
A sharp focus has been brought to this
issue from the other side of the problem:
A successful law suit has been brought
against a school system by the parents of
a functionally illiterate high school graduate who earned passing grades throughout his twelve years of schooling!
This debate is sometimes inflamed by
remarks such as: "I wouldn't want to be
operated on by a brain surgeon who went
to a medical school that didn't pass out
grades!" Yet there seems to be some

Traces of European elitism continue
within our educational mythology. For
example, the concept of "upward mobility" (From the proletariat into the
"nobility") is still very much alive as a
motivator, especially for higher education. "College graduates" presumably
comprise a higher class of people than do
degree-less people. Despite realities that
great fortunes and full lives are invented
or inherited or earned by persons without
degrees, there still remains the elitist
implication that one is a bit classier with a
degree than without one. Money and
degree opt well for the status of anyone
who wishes to gain entry into the nobility
and leave serfdom behind.
Close behind degrees as artificial status
props are grades.
To be labeled a
straight A student has a few myths tied to
it. Essentially the worst one is that one
must eventually live up to such a
reputation. Consequences are dire for
"A" people who don't. (Such emperors
end up with only report cards for clothes.)
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perfectly content with grades as they are.

force behind the possibility that survival
of the voracious competition , in medical
schools may be only incidentally related
to skill and competence as a surgeo.n.
Further, there is a chance that where a
learner's energies can be focused on
learning rather than surviving, the quality of learning may well be enhanced.
This point remains in contention since
educators are only beginning to approach
the willingness to experimentally test the
possibility.

The people often use their status, tenure,
and po,wer to prevent significant change.
Moreover, many teachers are horrified at
the prospect of trying to relate to (control)
students without the leverages of grades.
The expression of a student's progress
by use of grades is capricious and
variable and encourages "grade grubbing." Real communication bchveen the
instructor and student, even between
student and student within the classroom, is at a minimum
in favor of
"study. the• prof• and . present • what ·
he - wants - to - hear" reaction. Grades
often encourage conformity and provide
only one norm of academic performance.
The system encourages a kind of competition alien to the real purposes of
education. It discourages the development of intrinsic and lasting intellectual
interests and self-definition. (Miller 1973)
Carl Rogers (1969) says that real
learning takes place most effectively in a
climate where the outward threat to the
individual's self image is at a minimum.
Yet when the teacher sits in judgment
meted out in the form of a letter grade, a
threat is present that many students
cannot ignore. Cutthroat competition and
some toxic increments of anxiety often
result. Cheating becomes rampant and
the prevailing value is that "my grade is
so important that whatever it takes to get
a good one is justified." The appearance
rather than the substance of the learning
becomes the important thing.
Many
times the recommendation of a good
book, or an exciting experience to a
student is met with, "If I do it, will it
count on my grade?"
It's very doubtful if grades give even a
reasonable assessment of the student's

Grades Really Can Hort

Our belief is that the negative side
effects of grading systems which de-humanize learning processes are massive.
They do not steadily evaluate the most
competent, but often the most cunning.
Therefore, we have to suffer some of the
worst carryovers from the aristocratic
systems which influenced our invention

of free public education. Francis Bacon
once said: "Nothing doth more hurt in a
state than that cunning men pass for
wise."
"NYAH, NYAH, NAN, YAH, YAH," is a

basic of the school of experience. It
means "I'm better than you in one or
many ways." It's learned early and
gathers force through all educational
levels and influences our life styles.
Grades operate strongly to support this
childish system of gloating. We believe
educators should struggle continuously to
de-fuse this time bomb that later matures
with unhealthy competition in marriages,
politics, business, economics, and other
explosive places. Yet the traditions and
institutions are ponderous. Computers
are programmed, forms are printed years
ahead, many powerful educators are
Page 11

structure of the parents. The school gives
the grade, but seldom does the parent
ever answer. The communication, therefore, is largely one-directional.
Contract Grading as a Partial Solution
In order to remedy some of these
concerns, we have tried to use the
"Grade Contract." In our classes for
pre-service teachers we have designed
specific contracts for earning various
grades. We find this system of grading is
a reasonable compromise with the realities of academic life on our university
campus. The contract approach continues to ignore many of the elitist bugaboos
just described but does relocate responsibility for levels of effort and demonstration of competence directly upon each
individual learner. On the one hand, we
have grades for the records office,
prospective employees, and graduate
schools. On the other hand, each student
has chosen a preferred level of performance and is free to obtain the grade
desired. We define contract grading as a
process by which the instructor of the
course negotiates with each student to
determine the specifications of work to be
done and the grade that will be earned
upon completion. By determining what
are to be the basic requirements of the
course, and the activities that can be done
by each student to demonstrate mastery
of those basic requirements, the criteria
for a grade of "C" are established. The
student who elects a C grade may do so
for a number of reasons: the person may
be carrying a heavy load of other courses;
or may be working outside of school; or
the basic requirements fulfill that per•
son's interest in the course. The reasons
for choosing the grade are as varied as
are the students themselves.

progress. In the first place, any term of
work includes a multitude of educational
goals, yet what the student secs as the
evaluation of his progress toward accom~
plishing those goals is often one single
letter. It doesn't tell him if he had been
very good in some ways or whether he
needs more work in others. At best, one
grade is an inaccurate statement of
progress. At worst it expresses a form of
reductionism in a process that is oriented
toward expansion and elaboration:
Learning.
In addition, grades vary from professor
to professor, from department to department, from school to school, and even
from day to day. What student on any
campus doesn't know the "easy" profs~
easy in terms of high grades given for
minimal effort? The variations in marks
on any given paper, whether an English
essay or a group of math problems, has
been demonstrated time and again.
Osmond E. Palmer (1961) reports that
"studies have shown that an instructor
does not usually give the same grade to a
paper when he rereads it after an interval
of time witho11t knowing his previous
grade."
At the high school level, grades are
sometimes justified as providing communication between the school and the
home. This logic is suspect for several
reasons. The mark is too general to
provide the parent with real information
about what the student has accomplished. If the mark is low, the parent is even
further in the dark and has no idea, for
example, about remedial work needed.
The grade is impersonal and provides no
basis for a flow of information between a
parent and the school. Often it only
serves to insult or enhance the ego
Page 12

He felt that we should build up our
students' sense of enjoymtmt in being
competent, and help them develop enthusiasm for their chosen profession. If a
student does "C" work in the judgment
of the teacher, too often he leaves that
class seeing himself as a "C" person.
He's defeated or must settle for being
"average." He fails to make the extra
effort to be otherwise. On the other
hand, if the student selects the C grade
on the contract for any of a number of
reasons, as mentioned earlier, he has not
been judged either by the teacher or by
himself as anything other than "you are
smart enough to choose the level of your
own effort and commitment."
Both of us have used the contract system
over a period of ten years and have
developed skills in writing these instruments to which students, almost without
exception, react favorably. Two questions on the class evaluation given to
students regularly by one of the instructors arc, "Do you like the contract svstcm
of grading?" and "Did you do "more,
about the same, or less work in this class
for the same grade as you would do in
others 9 " The first question had a 97
percent favorable response, and the
second ran about 68 percent, more work;
25 percent, the same amount; and 7
percent, less work.
The quality of our learning environments seemed to be enriched once we
had lifted quizzes, exams, and competition from the scene.
The vertical
structure engendered by competitive
scratching-after-grades was replaced by a
flowing structure in which each participant had access to discussion, projects,
and interchange without fear of being
shown up or caught in a mistake.

For B and A grades, additional activities
and standards for their performance. are
added to the contract. Students wanting
to do these things may earn either of the
higher grades chosen. If any student
elects to change a contract, or for some
reason cannot meet the grade originally
agreed upon, there is the opportunity to
renegotiate one-'s contract for a lower
grade.
It is our practice to state publicly and in
writing, as a part of the contract, the
standards of excellence for each activity.
The student is given as many chances as
are needed to reach the specifiec! level of
exceJJence for any contract condition. We
admit that quality as well as quantity of
work is imperfectly monitored by this
means. However, by setting the standards of performance we want, and
returning to the student any s_ub-standard

work for re-doing, we do have some
provision for maintaining standards of
quality. Helping students assess their
own progress in this way helps them gain
understanding about acceptable criteria
of performance. Plagiarism and other
forms of subterfuge remain accessible to
students but no more so than in any other
system. Inter-student consultation-often
a potent source of learning-is enhanced
with contract grading.
Another advantage to a well-conceived
contract is that it forces us, the instructors, to define our goals for the course in
clear and definite terms. As we justify
and examine the worth of our goals, our
own planning improves.
Earl Kelly (1969) said in a speech before
a national convention of Teacher Educators that We in Teacher Education should
approach our students with the attitude of
"you are smart enough to be a teacher."
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hundred randomly selected graduates
earning teaching certificates for the same
time period.
From each pool of
subjccts--(A) those who took a junior level
education course under the contract
systems of the authors and; (B) those who
earned certification but without exposure
to our contract systems of grading--we
randomly selected 90 from each group for
our survey contact. Returns after two
mailings were as follows: 41 from the
"contract exposure" group; 21 from the
"no exposure" group. The questions on
the survey sent to all subjects were as
follows:

The l{cs1. arch Question
0

Concern over whether we have manifested and modeled the implications of
the above di<icttssion led us to the core of
our research question. Na1;1ely, wilt
cxposurt· to contract grading at the
undergraduate level affect gra<ling policies once these people begin teaching?

METHODS
We gathered rosters of our classes
taught over the three years, 1971-72-73.
We also secured a printout of two

OefiAition qf contract gra~in.g. au agreement between the teacher and the
~tudcn,t' in which· the student chooses the grade he wants. He receives that
grade upon -t.ompletiop of required activities.

Please answer the following questions.
l.

Do you have the freedom to select
your own grading system?

2.

Have you used the contract system
for grading in any of your classes?

3.

Do you now use the contract system
of grading in any of your classes?

4.

If you use the contract method, will

NO

YES

you continue using it in any class?

5.

Would you please rate your opinion
of the contract?

6.

Please identify the course or courses
at EIU that influenced you to
experiment with a contract grading
system.

Like
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Neutral

2

Dislike

3

Please add comments on back and return as soon as possible.

Responses were tabulated and analyzed.
Computation of Chi Square ratios for each
item revealed no significant differences
of response patterns between contract
exposed subjects and unexposed subjects. Data are shown in Table 1:
TABLE I
Summary of Responses to Questionnaire

Contract Exposed Group

).

2.
3.

4.

Freedom
Have used
Use now
Will use

N = 41

Unexposed Group

YES

NO

YES

NO

29
16

12
25

14
6

8
10

33
6

3

7
15
18

3

2

N=21

Like

Neutral

Dislike

Like

Neutral

Dislike

26

10

4

7

10

3

5.

Opinion

6.

Course Influence
Courses taught by one or both of authors:

36

Speech Methods ................... !
Music IDstory ...................... 1
Chemistry Methods ............... }
No course mentioned ............. 2
Botany ................................ 1
Elementary .......................... I.
Political Science .................... I
No course mentioned ............ 18
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Comments were numerous and are
categorized and summarized in Table II

TABLE II

Categories of Open Comments About
Grade Contracting

Exposed Group, N=41

Favorable
Ambivalent
Unfavorable
No comment

Unexposed Group, N=21

Totals

8

21
16

13
9

7
4
2

4
15

Summary and Discussion of Findings

One of the most obvious findings is that
of the reluctance of our graduates to

return these questionnaires. Since they
were printed on computer cards and
self-addressed stamped envelopes were
enclosed for both mailings, it was decided

that adequate care had been taken to
insure convenience and maximize re-

sponse.
Therefore, despite the dis•
appointingly low number of returns and
since our funds were depleted, no further
mailings after the first two were made.
Moreover, statistical examination of the

data revealed similar proportions of all
responses for both groups. Using these
data, the null hypothesis remains intact:
Exposure to contract grading in one or
two courses at the undergraduate level
has the same effect upon grading policies
in early years of teaching as does no
exposure.
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Potency of the treatment
In our experience, puzzling effects have
been observed:
1.

With great regularity, our students
have signed contracts, begun to
fulfill specifications, and still question us about "When are we going to
spring a test on them?" or "What's
the final going to be like?"

2.

Many students under contract take
most of a semester to realize and
trust the process. This is evidenced
by various expressions of habit
formed under the regular grading
system.

A.

Verbalizing curiosity about the ababsence of letter grades on work
returned to them.

B. Demonstrating a reluctance or guilt
about helping or consulting with one
another. This process is frequently
described as "cheating."
C. Many students demonstrate consistently more "hard work" responses to
other courses Where professors are
giving tests and where the work is
motivated by threat. Often, contracted work is delayed or given short
shrift.
As a prospective teacher
experiences this discrepancy, it is
easy to conclude that the traditional
system is the best way to insure
student ''conscientiousness.''
Page 17

3.

Students often show no awareness of
the transfer potential. There are
frequent comments such as "It took
me awhile to understand my contract, but I really like doing my work
in this way; too bad it doesn't
happen more often.''

4.

In class discussions about grading
procedures, students often ignore
the contract or suddenly realize near
the end that it is a possibility.

S.

Several students have commented:
"It's great for college, but it'll
never work in high school."

These are a few of the problems that we
have noted. We believe that one or hvo
course experiences are not potent enough
to make significant impact.
This is
especially distressing as we look at
attitudes in university Schools of Education.
In many such quarters, firm,
immovable dedication to grades and an
incomprehensible disregard for humanistic research implications continue to
nail down the system.
Thus, future
teachers have little opportunity to develop thoroughly viable alternatives to
assignments, quizzes, exams, grades,
and threats.
We believe it is important to continue to
expose people to these alternatives
despite the massive grade habituation
generated in all the years of schooling.
As indicated by our small study, the

current levels of exposure appear to be
inadequate. It appears also that the
burden of continued exposure will often
be carried by those who are often seen as
the discontents and radicals of the
teacher education world.
Post script

In the spring of 1976 we asked a current
class of 75 undergraduates to explain how
their students would earn grades in their
courses.
These 75 people had just
completed a course in educational psychology and secondary methods under
the contract system. Results:
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Will Use Contract

24

Will Not Use Contract

51
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SUPERVISING STUDENT TEACHERS:
A COMMITMENT
TO TIME AND QUALITY EDUCATION
GEORGE W. WALTERS
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Eileen P. Strul and George W.
Walters are Graduate students at
Florida International UniversitJ.
Both authors are experienced public
school teachers. Ms. Strul has served
as a Clinical Instructor at FIU aud Mr.
Walters has served as Directing
Teacher for nine interns from FIU,
working in the Dade County Public
School System.
Colieges and universities spend enormous amounts of time, energy, and
money preparing prospective teachers.

worthwhile program for the student
teacher? Should he serve only as a model
to be emulated? Should there be a close

The teaching candidate is often well-pre-

knit relationship between the student and

pared in his chosen discipline, possessing

supervising teachers? Should the supervising teacher separate himself from the
student teacher, merely treating him as a
"student"" or teacher's helper? Should
the supervising teacher"tell all", and
perhaps presuppose for the student
teacher?
How these questions are answered is a
very personal decision relating to teaching style, personality, self-confidence,
and other factors.
However, some
guidelines and suggestions which may
make • the supervising teacher's job
easier, and the student teacher's task a
little more pleasurable, can be drawn
from the experience of others.This article
is designed to provide anticipatory thought, along with general guidelines for
answering some of the questions.

a wealth

of skills

and

educational

concepts that he is eager to share with

others.
Unfortunately. little time is
devoted to helping the supervising classroom teacher, who is responsible for
guiding the student teacher through a
successful internship, providing moral

support. white exhibiting an abstract trait
referred to as "professionalism".
The responsibility placed upon the
supervising teacher's shoulders is immense indeed, and who has stopped to
prepare him for this challenge? If the
college does not have a required course or

seminar to at least acquaint the supervising teacher with procedures. how should
he go about preparing, initialing. and
effectively implementing a workable and
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men ts, which if properly inserte,d into the
intital conversation can do much to plai.:e
the student teacher at ease. Next, an
agenda must be formulated for that first
meeting--a list of topics to be covered so
that none are left out. How many times
have two people parted company, and
afterwards, one or the other has thought
in reirospect, "I wish 1 had said this (or
that) to him!"? When working with a
student teacher, something important
may never get said if the supervising
teacher docs not organize. prioritize, and
plan that very first meeting (and all other
meetings that will follow).
During the first meeting, the supervising teacher will want to cover as much
material as is feasible. Besides delineating philosophies and expectations, the
supervising teacher will want to find out
as much first hand information as he can
about his student teacher, providing an
opportunity for the .student to share his
personal ideas and viewpoints. This first
meeting is crucial in that it will set the
mood for the entire student teaching
process, as there is no way for either
party involved to make a second first
impression. If the supervising teacher is
organized, and clearly outlines his expectations from the start, chances for a
successful experience will be greatly
enhanced.
Even with the best of planning, a good
supervising teacher will find that the first
meeting could become quite long and
tedious with all of the mundane, yet
important agenda items that he wishes to
cover. Just what is the best way to
disseminate all of that practical information that must be provided in the shortest
amount of time? One effective means
might be a Student Teaching Handbook

Student teaching is a period when the
umbilical cord is cut between the university and the student teacher. At that
time. a new lifeline must be developed
between the student teacher and the
supervising teacher. The student teacher
must conform to what may very well be a
totally foreign list of expectancies and
competencies set down by the educational system. Too often, he is thrown out
into a world of unfamiliar face~ and

surroundings, where he is expected to
e'ither"sink or swim". For the first few

weeks, survival is the primary order of
business. Overall success during internship. as well as future teaching endeavors/will depend upon the effectiveness of
the lifeline established between the
student and supervising teachers. During the initial stage of internship, the
supervising teacher is the only link to
success, since he is familiar with the
system and the specifics of the program.
Thus, it becomes his job to "adopt" the
student teacher, treating him as a
colleague, and showing him how to
survive and prosper. The student teacher
should be introduced to the principal,
fellow teachers, secretaries, jariitors,
additional staff, and students as a
respected co-teacher, and not merely as a
"student" teacher or intern.
These
introductions can take place either before
or after the intial discussion meeting is
held.
How does the supervising teacher
begin? Proper preparation for that first
meeting with the student teacher should
be his major concern. First and foremost,
he should be sure to read through the
student folder in its entirety. This may
provide clues concerning the student
teacher's personality and accomplish-
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developed in advance by the supervising
teacher. Such a "handbook" would cover
all of that voluminous, but necessary
material that needs to be dealt with, and
would serve as a large portion of the
agenda for that first meeting. With the
heayy teaching load of today's eciucational system. one migl1l ask why' he should
spend time on additional paper work
preparing a Student Teaching Handbook.
It is that tremendous work load that
requires the supervising teacher to
prc.<-.ent information as quickly and succintl:v as possible. Teachers have much to
share. Familiarity with materials, teaching strategies, mcthodolgics,
lesson
planning. classroom management skills.
and more, take time to acquire. The
"handbook" not only allows the supervising teacher to focus hi<; attention
toward these ends. but also serves the
student teacher throughout his internship
and beyond into his teaching career. This
is possible since the "handbook" was
conceived as a tool that could be used by
the widest range of teachers, regardless
of their preparation, experience, level of
competence, or educational situation.
The "handbook" also helps avoid the
necessity of repeating material over and
over again to present and future student
teachers. If one tries to teach everything
by rote (observation and verbal direction
alone), much time is wasted.
The
"handbook" allows the student teacher
to work after school hours, and gives him
a chance to come into the school familiar
with a particular program, school philosophies, personnel, and the physical
plant layout. By presenting the material
succinctly and expeditiously, and also
providing a handy reference for the
student teacher, the "handbook" helps

insure that the student teaching experi•
ence is a fruitful one, and not one where
the pupils are rendered completely
off-task. Besides allowing more time for
the presentation of other skills more
properly taught by the supervising teacher writing the specifics of a "handbook"
helps the experienced teacher to redefine, shape, and evaluate his own
teaching skills.
(See sample Student
Teaching Handbook outline).
Of course the responsibilities of the
supervising teacher are not completely
satisfied by the mere production of a
"handbook". As emphasized earlier, the
"handbook" can only serve as a supplement, relinquishing valuable time to be
dedicated to "on-the-job training", and
''feedback''. Although teaching will take
place in the classroom, and formal
feedback time will be structured at
regular intervals, it is hoped that the
supervising teacher will spend extra time
for informal feedback (during breaks or at
the conclusion of the day) devoted to
answering questions and counseling the
intern. While this falls outside the realm
of scheduled teaching activities, the
supervising teacher should realize the
importance of his role, and accordingly,
set an example for the student teacher by
showing him that the learning process is
not strictly one of regimented study.
These times will help provide the student
teacher with the wealth of knowledge that
is not currently offered in the educational
curriculum, and consequently, can only
be learned through direct observation
and actual experience. These are a1so
idealmoments to express the enthusiasm
and satisfaction of teaching, which the
student teacher has yet to experience in a
classroom of his own.
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out the internship.
However, if the
supervising teacher does not receive
sufficient feedback from the college,
there are some logical alternative steps to

Communication between the student
teacher, supervising classroom teacher,
and college supervisor should also be
stressed, and three-way feedback sessions should occur periodically through-

take.

a.

Try to contact the college and initiate
feedback.
·

b.

Carry on with the realization that
there is a void.

c.

Carry on, realizing that the feedback
time and input will have a lot more
weight, thus adding to the importance of the supervising teacher's
role (increased feedback time).

Aside from occasional three-way feedback sessions, how much additional help
should be expected from the college?
Basically, the supervising teacher -is in
charge, and should be ready and willing
to commit himself to guiding his student
teacher through a successful internship.
However, the college should help individualize student learning to fit a particular
program. The college should also be
expected to introduce methodologies,
repertoire, and pertinent special equipmen! before the student teacher arrives
at his designated field school. Last, but
certainly not least, the college should be
expected to screen student teaching
candidates, and assign those qualified to
appropriate school districts and supervising teachers who will best complement

the personality and skills of these
potential teachers. The college should
provide the supervising teacher with a
student folder including background information and course listings, and supply
a list of entering and exiting competencies to be accomplished during the
student teaching period.
At this point, the supervising teacher
might wonder how much he should be
expected to actually teach the student
teacher. Ideally, the supervising teacher
should aid in the refinement of skills,
rather than actually teaching or reteaching material covered in college course
work. The supervising teacher should
provide specific, and appropriate practical experiences in:
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a.

Classroom management

b.

Observation of himself and other
teachers.

C.

Relating to school personnel.

e.

Relating to paten:~.

C.

Planning furn:tions.

f.

Lesson planning.

g.

Teaching procedures.

h.

Special strategies and techniques.

i.

Working on special projects.

j.

Evaluating student experiences.

k.

Planning and supervising special
activities; i.e., field trips.

I.

Selecting and working with appropriate materials; i.e., films, books,
games, etc.

Trial and error should also be encouraged and recognized as such by both
parties, since practical experience and
creative thought are two important
aspects of the teaching process.
In
essence, the supervising teacher should
present himself as more than just a model
to imitate. He should be a facilitator, and
in turn, the student teacher should be
astute enough to recognize, choose,
experiment with, evaluate, and implement various techniques.
It is the
supervising teacher's responsibility to
provide a climate conducive to this end,
though gentle prodding may be neces-

sary.
Even though many experienced teachers
have had classroom seasoning with
complex human emotions, the student
teacher's ability to adapt to a classroom
situation as the teacher, should not be
taken for granted. Special attention must
be given to the novice student teacher,
who enters the classroom arena as an
unproven candidate, knowing that he
must earn the respect of the students, to
whom he is not accustomed, as well as
the esteem of his supervising teacher.
He is faced with many new dilemmas,
such as instigating and overseeing group
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solution to many questions and problems
that will arise under a diverse spectrum
of varying classroom circumstances.
When discipline is a problem, more
effective teaching will often correct, or at
least aid in the correction of that problem.
When student interest is lagging, effective teaching will help stimulate the
students. When performance is required, effective teaching can bring out the
best in students. However, effective
teaching takes time, and so does guiding
the student teacher. Supervising teachers should want to put to rest the old
expression, "
.those who can't,
teach!". The best way to do so, is to turn
out quality teachers, and that requires a
commitment of time: time to guide and
instruct, time to evaluate and correct,
time to observe and plan, and time to
confer and listen. Teachers should be
selfish in that they should want the status
of their profession to be held in the
highest regard. It is this selfish desire
that supervising teachers can turn into an
asset, making certain that any student
teacher who passes from their charge will
become a quality instructor, and therefore enhance the teaching profession.
Without such a commitment to time, and
quality education, supervising teachers
can do little more than serve as role
models, and can contribute little to
promote effective teaching and quality
education.

interactions, and obtaining the -tmdi_\:ided
attention of large groups of children who
expect him to know what he's doing. The
student teacher must effectively handle
the pressure of "initiation", a period
when the students "test" their new
teacher in order to determine his intellectual and emotional capacities, and to
learn just how far they can push him.
This logically creates an insecure situation for the student teacher, which the
supervising teacher must be sure to
attend to. Special support and encouragement must be provided during this
trying period. Therefore, positive feedback and encouragement is important,
and the supervising teacher should make
a special effort to help his student teacher
realize that such periods are common
occurrences in the life of every beginning
teacher. Accordingly, the student teacher should have the opportunity to observe
other teachers in various situations, and
structure time to compare notes with his
peers.
Although this article has attempted to
answer many of the questions one might
have about the student teacher/supervising teacher relationship, it certainly does
not answer all. Some of the suggestions
may not fit the needs of a particular
situation. However, there is one concept
which is mandatory to any classroom
situation. This is the concept of effective
teaching, which is the all encompassing
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STUDFNT TEACHING HANDBOOKOUTLINE
1.

Familiarity with Facilities:

a.
b.

2.

Include School Map•
List faculty and additional staff
including their respective positions

Familiarity with Materials:
a.

and room numbers.

b.
c.

General School Procedures:

d.

a.

d.
e.

Checking out equipment.
General rules and regulations.
f. Bell schedule.
g. Dismissal and class change policy.
h. Class schedule [daily[.

Inherent Problems Unique to a
Particular School or School Svstcm:
a.

Itinerant Itravelling] teacher; i.e.,

b.

moving materials, scheduling, what
to do if the classroom teacher doesn't
return before you have to move on.
Tra\-·elling teacher in a two story

building.
c.

d.
e.

Include information on classroom
facilities and materials.
Suggest various methodologies.
Description of games and other
related activities.
Sample lesson plans for each grade
level and subject,

Fire drill procedurt.'!,.

b. Other emergency procedures.
c. Library procedures.

3.

4.

Second teacher in a school; i.e.,
program content, being recognized

5.

Classroom Management and Teaching Procedures:

a. Personal teaching strategies.
b. Classroom rules and procedures.
c. Disciplinary action.
·
d. Seating arrangements.
e. Special signals.
f. Bathroom facilities.
g. Water fountain policy.
h. Pencil sharpening.
i. Collecting and passing out special
items; i.e., equipment, and handouts.
j. Teaching activities that can occur
during preparation time.
k. Special lesson planning format.
i. Specific program content at various
levels.

as the teacher, familiarity with
teaching and school procedures,
6. Student Evalnation Methods:
achievement levels, main teacher's
program goals, familiarity with mata, Daily observation.
ials.
b. Test scores.
Social/Economic background of stuc. Interest [on task/off task].
dents; i.e., reading skills, interests,
d. Progress.
vocabulary, etc.
e. Conduct,
Special Education Programs; i.e.,
f. Effort.
Early Childhood Preventive Currig. Academic.
culum, Leaming Disabilities, etc.
h. Other emphasis on grading.
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7,

Intern Evaluation Criteria:
a. Daily observation.
b. Discussion/Feedback periods.
c. Conferences with college supervisor,
d. Written assignments; i.e., lesson
plans.
e. Creativity.
f. Interest.
g. Effort.
b. Initiative.
i. Extra responslblllties.
j, Confidence.
k. Teaching skills.
I, Classroom management.
m. Formative and Su.mmative methods
of evaluation.
n. Audio-Visual materials as evaluative

tools; I.e., taping lessons.
o. Leaming program material.
p. Accepting criticism.
q. Overall progress during internship.
r. SeH-critlcism.
s. Dress and grooming.
t. Pwtctual attendance; i.e., in school
and at all meetings.
u. Additional outside activites; i.e.,
related to school functions.
v. Attitude.
w, Sharing ideas and making suggestions.
x. Performance of required duties.
y. Correction of weaknesses; i.e., academic, professional, and teaching.

GERONTOLOGY
Graduates of a new program at Eastern Illinois University will be prepared to
assume leadership roles in issues involving the aging. Eastern has been
author_ized to <Jffer a master's degree program in gerontology through the School
of Home Economics. The interdisciplinary program is designed to provide
training for a wide range of potential professionals in the field. Dr. Mary Ruth
Swope of the School of Home Economics said the students will be able to develop
competencies needed to work directly with older persons in solving problems, in
administering activities aimed at assisting those persons to live useful and
satisfying,lives, and in becoming informed about relative legislation and social
services. She said the approach will also provide in-service and continuing
education to persons currently working in the field of aging.
Dr. Swope said that 1,575,000 persons classified as senior citizens, live in
Illinois.
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SUMMER SCHOOL .... SUMMER SCHOOL .... SUMMER SCHOOL ...
Summer School 1980 at Eastern Illinois University has "The Creative Future:
the Challenge of the 80's" as its special theme with many special courses and
work-;hops of particular interest to teachers reflecting this theme.
Again this summer. classes will meet Monday through Thursday for the
concurrent eight and five-week scs~i1ms, with registration on June 16, 17. The
four-day week permits more time for research and for absorption of course work.
Graduate students who commute have one less round-trip to make with this
shortened week. In the Department of Elementary and Junior High Education,
an experimental two-day program. with courses beginning in the late afternoon,
will enable teacher~ to get six semester hours of graduate work by commuting to
campus only twu days a week. Monday and Wednesday. Dr. Leyden's Ele.
4997-02, Developing Student Creativity meets from 4:00 to 6:30 p.m. Mr.
Foust's Elc. 4997-01, Educational Objectives: IEP Writing and Individualized
Instruction meets from 7:00 to 9:30 p.m.
Headlining a ~cries of Distinguished Visiting Faculty Workshops will be
Educational Foundations 4999·21. Educating for the 80's: Social Change and
Educali<1nal Outcomes, the weekend of July 11-12, taught by Harold Shane. Dr.
Shane, former Dean of the School of Education, Indiana University, is the
wnrld's leading authority on the future of education.
Sc\·eral one-semester-hour theme workshops for graduate credit will be
offered either in a four-day. late afternoon or two-day weekend format. Under
the theme of "Educating in the 80's" are the following workshops: Foreign
Language 4998. New Technology in Language Learning; Elementary Education
4999. New Methods for Teachers; Elementary Education 4998, Creative Uses of
the Newspaper; Mu,ic 4998, The Dalcroze/Orff Creativity Connection;
Educational Fnundatic-.is 4998, ",Non-traditional Education in the 1980°s;
Educational Guidance 4998. Adult College Students: Facing the Realities of
Reentry.
In addition to regular catalog offerings in education, there are numerous
special course~ and workshops over a broad spectrum that would be of interest
to elementary and/or secondary teachers and administrators.
For information about summer school and a copy of the Summer Bulletin
including the class schedule, write
or call 217-581-2121.

Dr. Charles Switzer
Director of Summer School
Eastern Illinois University
Charleston. Illinois 61920

Page '.28

